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Functional Area 5.12
BASE SUPPLY SERVICE

5.12.1 INTRODUCTION

The Contractor shall provide all personnel, services, materials, supplies, supervision, and
equipment, except those specified as Government-furnished, to perform all standard base
supply services in support of Fort Lee, VA. These services shall consist of property
control, storage, and services associated with providing and controlling supplies and
materiel. The Contractor shall perform the services in accordance with the standards
contained herein. The Contractor shall establish management and accounting procedures
including maintenance of dollar and item summary accounts. Technical Exhibits provide
expanded information for this Functional Area.

5.12.2 SCOPE OF SERVICES.
5.12.2.1 Work Description

The Contractor shall accomplish the Fort Lee Installation supply function. The
Contractor shall operate Class II, Il (package and bulk), 1V, V, VII, and IX Supply
Support Activities (SSAs) for Fort Lee. The Contractor shall perform SSA tasks in
accordance with the publications listed in this document. This includes certain
functions as defined herein in support of the Accountable Officer. The functions are
for Stock Control operations, Property Control (i.e. Property Book), and Central Issue
Facility operations which include:

o

Requisitioning

(op

. Receiving operations (does not include Government certification of acceptance
which authorizes payment for goods received from commercial vendors or
contractors)

Storage Operations

o o

. Issue Operations
e. Disposal
f. Cataloging

g. Data conversion, files document control, and inventory and adjustment (except
that the individual with final approval authority will be a Government employee)

h. Item management, materiel management, and similar accounting functions
except those with final approval for discretionary actions such as determining
requirements and authorizing disposal, and preparing reports based on
accounting functions

i. Attending supply conferences, meetings, VTCs, and seminars

5.12.2.2 Work Management And Control

5.12.2.2.1 Operating Hours. The Contractor shall provide supply services from 0600 to
16000 Monday through Friday, excluding Federal Holidays. The Contractor shall
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provide supply services during non-duty officers as required herein or as requested by
the COR.

5.12.2.2.2 Appointment Letters, Signature Cards, and Delegation of Authority. The
Government will provide a current file of Notice of Delegation of Authority — Receipt
for Supplies (DA Form 1687) for those personnel authorized to request or receipt for
supplies and equipment as specified in AR 710-2 at Contract start. The Contractor
shall update the file as required to keep it current.

5.12.2.2.3 Actions Requiring Government Approval or Signature. Government
personnel will serve as accountable officers, and will perform Government-in-nature
functions including holding signatory authority for Materiel Inspection and Receiving
Reports (DD Form 250), property disposal documents, and other documents either
committing or obligating Government funds. The Contractor shall receive and
maintain lists of Property Book and Accountable Officer appointments from the COR.

5.12.2.2.4 External Operating Instructions

5.12.2.2.4.1 The Contractor shall provide external operating instructions (EOI), with
annual updates, for customer use of each functional activity listed (CDRL
512R001). These operating instructions shall be prepared as an annex or
appendix to a Fort Lee publication. Their purpose shall be to assist and inform
customers of operating policies, procedures, requirements, and responsibilities in
accordance with AR 710-2, DA Pams 710-2-1 and 710-2-2 and related TRADOC
publications.

5.12.2.2.4.2 The Contractor shall submit the first draft EOI to the COR for review and
approval at Contract start date. Thereafter, the Contractor shall update and
publish changes to the EOI as they occur. The Contractor shall submit all EOI
changes to COR for review and approval before printing and distribution. The
Contractor shall implement all changes to the EOI requested by the COR prior to
printing and distributing the EOI.

5.12.2.2.5 Files. The Contractor shall maintain required files in each functional area of
responsibility in accordance with current regulations, pamphlets, and other governing
directives for those areas, and shall destroy files as required.

5.12.2.2.6 Reporting Requirements. The Contractor shall prepare, submit, and maintain
all records and reports as specified herein and in accordance with the Contract Data
Requirements Lists (CDRLSs) found at Technical Exhibit 5.12-001

5.12.2.2.7 Correcting Errors. The Contractor shall not use correction fluid, strikeovers,
or erasures to correct errors on any accountable property records unless authorized
by governing directives. The Contractor shall use either black or blue ink to “line
through” corrections and to annotate and initial changes above the “lined through”
portion.

5.12.3 SUPPLY OPERATIONS
5.12.3.1 Information Systems

The Contractor shall use non-standard and Standard Army Management Information
Systems (STAMIS) to perform the Installation Supply mission. The Contractor shall
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provide data conversion, document control, inventory management, and inventory
adjustment. The Contractor shall perform systems and functional analysis in support of
the STAMIS used to accomplish the Installation supply mission.

5.12.3.1.1 Maintenance and Operation. The Contractor shall provide day-to-day
operation of the supply STAMIS, including data input, system operation, data output,
user access, operator maintenance programs, and systems administration functions.

5.12.3.1.2 Supply Management Analysis. The Contractor shall monitor STAMIS data
processing cycles to identify, report, and resolve problems. The Contractor shall use
outputs from the STAMIS to perform supply management analyses of optimum
stockage levels, authorized stockage list (ASL) lines, and other needed information.
Surveys and studies shall be performed as necessary to determine systems
effectiveness, to track system performance, and to ensure that information provided is
consistent with applicable Army regulations. Manager referral files shall be completed
within one day for high priority requisitions (priority 01 - 08) and three days for all other
transactions.

5.12.3.1.2.1 The Contractor shall review computer outputs daily to validate
compliance with system objectives and policies and recommend program and
control changes when appropriate.

5.12.3.1.2.2 The Contractor shall provide analyses and support based on automated
information systems output to the ASL review board for modification and approval
quarterly (CDRL 512R002).

5.12.3.1.2.3 The Contractor shall provide recommended Requisitioning Objectives
(RO) and Reorder Points (ROP) based on automated information system outputs
for each supported class of supply, and shall submit the recommendations to the
COR for review, verification, and approval as required. (CDRL 512R003).

5.12.3.1.2.4 The Contractor shall research and reconcile all STAMIS Bottoms-Up
Reconciliation (BUR) mismatches monthly. If the Contractor cannot reconcile the
BUR, the Contractor shall inform the COR immediately and make adjustments as
required by the COR.

5.12.3.1.3 Functional Analysis. The Contractor shall provide functional analysis for the
resolution of problems within the automated information systems. The Contractor
shall perform research of systems files and data and take other necessary actions as
required to resolve information system problems.

5.12.3.1.3.1 Identify Problems. The Contractor shall monitor standard Army
automated data processing cycles to identify, report, and resolve problems (CDRL
512R004). The Contractor shall serve as liaison between the automated systems
support function, supply system customers, and TRADOC HQ.

5.12.3.1.3.2 System Errors. Inconsistencies noted in automated information systems
shall be reported to Government automated systems support functions for
resolution (CDRL 512R005). The Contractor shall provide cycle scheduling,
identification of errors in input transaction, alternate plan of operation in the event
of failure of the automated system, and submit recommended changes to the
proponent agency's field office (CDRL 512R006).
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5.12.3.1.4 System Help and Training. The Contractor shall support requests for help
and provide formal and informal training to customers using STAMIS as required.

5.12.3.1.5 Supply System Inputs and Outputs. The Contractor shall use the STAMIS to
enter and extract data relating to: inventory control, item identification, cataloging,
pricing, stock location, sources of supplies, units of order and issue, item attributes,
guantity on-hand and due-out, standby and seasonal items, excess items, and reorder
points. Using STAMIS, the Contractor shall generate wholesale and local purchase
requisitions, individual issue documents for customers, bills of materiel (BOM),
inventory work sheets, audit trails of supply actions, listings of daily issues and
receipts, local purchase requests (LPR), reorder reports, transaction histories,
inventory adjustments with debits and credits, managerial reports, and product
catalogs. The Contractor shall produce tapes and diskettes to interface with
Government supply sources, to include but not be limited to Army Materiel Command
(AMC), the Defense Logistics Agency (DLA), and the General Services Administration
(GSA), for ordering and reordering of stocks, with Directorate of Contracting (DOC)
STAMIS for local purchase of supplies and materiel, with financial accounting
STAMISs, and with information systems of supported customers.

5.12.3.1.6 Data Entry. The Contractor shall perform all STAMIS transaction activities in
accordance with applicable supply regulations and manuals. The Contractor shall
manually enter data as required. The Contractor shall check manually entered data
for errors. The Contractor shall also receive and analyze computer outputs for errors.
The Contractor shall take necessary action to correct detected errors within one
working day.

5.12.3.1.7 Regular Reporting. The Contractor shall provide, via the STAMIS, standard
management reports on a daily, weekly, or other scheduled basis (CDRL 512R007).
These are considered recurring reports and include due-in lists by item; dollar value of
inventory, excess, stocked and non-stocked items, and activity history on selected
items. Copies of recurring and non-recurring reports shall be supplied to the COR
and other Government personnel as required or requested.

5.12.3.1.8 Coordination. The Contractor shall contact the National Inventory Control
Point (NICP) and Major Commands to resolve technical supply problems. The
Contractor shall maintain liaison with depots, organizations, and other offices on
special program requirements for urgent, critical shortage, and other priority items.

5.12.3.2 Unit/Activity Supply Advice

The Contractor shall assist individual units and activities in all matters relating to the Army
supply system in accordance with AR 710-2, AR 725-50, AR 735-5, STAMIS Manuals,
and other published policies and procedures.

5.12.3.2.1 Meetings. The Contractor shall attend conferences, meetings, VTCs, and
seminars for the purpose of learning or sharing knowledge of base supply operations
and systems, and providing advice and consultation on supply issues. Meetings may
be local or out of town and involve customers, peer organizations, higher
headquarters, and/or system developers.

5.12.3.2.2 Unit Reviews. The Contractor shall conduct semi-annual on-site reviews of
prescribed load lists (PLLs), and monthly reviews of Equipment Readiness Code
(ERC-A) shortages of equipment for TRADOC units. The Contractor shall prepare and
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submit findings and recommendations on required corrective action for each deficient
unit. The Contractor shall submit reports to the COR within five working days of each
review (CDRL 512R008).

5.12.3.2.3 Command Supply Discipline Program. The Contractor shall implement the
Command Supply Discipline Program (CSDP) at Fort Lee to evaluate and ensure
compliance with Army supply policy and procedures. Activities evaluated under the
CSDP are the IPBO, CASCOM, ALMC, the QM School, 49th Quartermaster Group,
and the 392nd Army Band.

5.12.3.2.3.1 Review Requirements Listing. The Contractor shall review
Requirements Listings defined in AR 710-2, Appendix B, for completeness,
develop evaluation checklists for evaluation based on the Requirements Listings,
and provide them to the COR within 30 days of Contract start date. The Contractor
shall implement approved evaluation checklists immediately. The Contractor shall
recommend additions and modifications to the evaluation checklists to account for
Fort Lee unique supply requirements on an as-needed basis.

5.12.3.2.3.2 Unmeetable Requirements. The Contractor shall receive notification
(both during evaluations and at other times) from affected organizations when a
requirement within the Requirements Listings cannot be met. The Contractor shall
ensure that justification is included in the notification, and shall pass the
notifications to the COR with recommended action.

5.12.3.2.3.3 Evaluations. The Contractor shall conduct formal CSDP evaluations for
units resident on Fort Lee. The Contractor shall conduct evaluations in order to
provide supervisors with feedback on their supply discipline performance, identify
supply problems and resolve difficulties before they become serious, and
determine if resolution of past findings is complete and appropriate.

a. Frequency. The Contractor shall perform unit-level inspections on an annual
and on an as-requested basis.

b. Required Elements.

i. Evaluations shall include a review of Property Book files, document files,
document registers, due-in status files, hand receipts, and the PLL of the
organization.

ii. The Contractor shall also check the procedures used to request, receive, and
account for property, and to return recoverable items against the
Requirements Listings.

iii. The Contractor shall verify that school-trained supply personnel are
assigned to and working in supply positions.

iv. The Contractor shall take a random sample of transactions from each SSA
that supplies the unit with nonexpendable supplies. The Contractor shall
check the random sample to see if necessary annotations were made in the
document register and the Property Book. The Contractor shall also verify
that copies of the documents are filed in the supporting document file.

c. Noncompliance. The Contractor shall inform the evaluated organization of
areas of noncompliance during the evaluation. Personnel being evaluated may
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make on-the-spot corrections. The Contractor shall record findings for each
applicable requirement in the Requirements Listing. Results of the last
evaluation shall also be reviewed to determine if past discrepancies were
resolved. Both resolved and repeat findings shall be noted in the evaluation.

d. Summary Briefing. The Contractor shall brief the organization’s supervisor on
the findings at the completion of the evaluation. For each finding, the
Contractor shall ensure that the supervisor establishes, during the out-briefing, a
suspense date for resolution of each discrepancy.

e. Repeat and Major Findings. If repeat findings or major problems with
procedure or policy are identified during a CDSP evaluation, the Contractor shall
notify the COR immediately.

f. Copies of Findings. The Contractor shall provide copies of each evaluation
under CSDP to the evaluated organization (CDRL 512R009). The copies shall
specify any noncompliance findings along with the respective suspense dates
determined by the supervisor. The Contractor shall also retain a copy of the
evaluation and use it for follow-up on corrective actions during the next periodic
evaluation.

g. Recommendations. The Contractor shall provide recommendations for
enforcement and increased surveillance levels to the COR, to include
recommendations for actions to account for lost, damaged, and destroyed
property under AR 735-5 and action under the Uniform Code of Military Justice
(UCMJ), if appropriate.

5.12.3.2.3.4 Maintain Files. The Contractor shall maintain files of all evaluations.
Information contained in evaluation files shall include date of evaluation,
organization evaluated, findings and associated suspense dates, all repeat
findings, and findings of noncompliance due to circumstances beyond the control
of the evaluated organization.

5.12.3.2.3.5 Summary Status Report. The Contractor shall review the results of
CSDP evaluations, identify supply strengths and weaknesses throughout Fort Lee,
and report to the COR the status of supply discipline and the CSDP on a quarterly
basis (CDRL 512R010). The Contractor shall provide recommended actions and
changes to policy as a part of the summary status report to the COR.

5.12.3.2.4 Training and Lectures. The Contractor shall provide training and lectures on
various supply topics, to include, but not be limited to, request, pickup, turn-in,
ammunition, ASL, and CIF procedures; supply information systems usage at the unit
and intermediate levels; general supply topics; and special topics as requested by
customers. Historically, approximately one class per month has been provided.

5.12.3.2.5 Technical Assistance. The Contractor shall provide technical assistance on
matters relating to supply support to organizations and activities located within the
Fort Lee geographical area of responsibility in accordance with AR 710-2, DA PAMs
710-2-1 and 710-2-2, AR 725-50, AR 190-51, and TMs. The Contractor shall
establish and maintain liaison with supply customers and supply sources to ensure
material readiness of the units. The Contractor shall distribute supply-related
information to supported elements.
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5.12.3.2.6 Property Book Advice. The Contractor shall provide assistance and advice to
organizational supply personnel on the maintenance of Property Books and related
documents in accordance with AR 710-2, AR 700-84, AR 735-5, DA PAM 710-2-1,
and STAMIS Manuals.

5.12.3.2.7 Prescribed Load Lists. The Contractor shall maintain a copy of supported
units’ PLL in accordance with AR 710-2, and DA PAM 710-2-1. PLLs are updated
monthly.

5.12.3.2.8 Assistance Visits. The Contractor shall perform assistance visits annually
and as requested by the COR and supply units/activities at and satellited at Fort Lee
in accordance with AR 710-2, Appendix B. The Contractor shall assist and advise
supported units and activities in supply support and supply discipline as required. The
Contractor shall assist customers in obtaining materiel shortages affecting materiel
readiness.

5.12.3.2.8.1 Priority Assistance. The Contractor shall provide priority assistance to,
and coordinate with, units under Preparation of Overseas Movement (POM) and
Emergency Deployment Orders.

5.12.3.2.8.2 Logistics Evaluator. The Contractor shall provide a logistics evaluator
during Emergency Deployment Readiness Exercises (EDRES) and serve as point
of contact for supply activities. The logistics evaluator shall be available at all
times during duty hours and shall be on-call during non-duty hours.

5.12.3.2.9 Equipment Loans. The Contractor shall loan equipment to customers when
requested. If a licensed operator is not available, the Contractor shall also provide an
equipment operator. Approximately three equipment loans are made per year.

5.12.3.3 Customer Requests for Supplies and Materiel

5.12.3.3.1 Catalogues and Information. The Contractor shall provide, close to or in the
area where requests are processed, available supply catalogues, brochures, and
manuals in order that customers may review them and ensure that appropriate items
are obtained. The Contractor shall provide instruction to the customer, when
requested, on the use of these publications.

5.12.3.3.2 Process Requests for Supplies and Materiel

5.12.3.3.2.1 The Contractor shall ensure that each customer request is accompanied
by the appropriate request form (DA Form 2765-1, DD Form 1348 series, DA Form
3953, DA Form 3161, or DA Form 581 (Ammunition)), and that the form contains
accurate data as required by DA Pams 710-2-1 and 710-2-2. The Contractor shall
perform format/accuracy edit to coincide with STAMIS system requirements. The
Contractor shall perform a 100% review of the accuracy of all data contained in
requests and shall process the request on the day of receipt. Historically,
approximately 2,500 reviews per month are performed.

5.12.3.3.2.2 If the supplies and materiel are available for issue, the Contractor shall
issue the supplies and materiel to the customer in accordance with Section C-
5.12.3.5 below.
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5.12.3.3.2.3 If the supplies and materiel are not available for issue to the customer,
the Contractor shall inform the customer of this status, and shall then initiate due-
out procedures.

5.12.3.3.3 Accuracy and Timeliness. The Contractor shall meet established working
time maximums for each level of requisition priority in accordance with AR 710-2 and
shall ensure that automated reorder procedures for warehouse and ASL stocks
provide correct and timely reordering.

5.12.3.3.4 Status and Modifications. The Contractor shall provide current order status
to customers upon request. The Contractor shall update the status of items on order
in STAMIS as further data becomes available. The Contractor shall review all
documents submitted by customers to update order status. Such documents include,
but are not limited to, requests for improved delivery date, priority modification, or
cancellation requests. The Contractor shall process them on the day of receipt.

5.12.3.3.5 Follow-Up. The Contractor shall conduct follow-up and backorder
reconciliation actions and notify affected customers of information obtained. The
Contractor shall respond to all requests for follow-up Document Identifier Code (DIC)
and queries from authorized customers within two working days. The Contractor shall
maintain an informal log of verbal queries to record document number, date of
request, requestor, and date status given to requestor. The Contractor shall report
discrepancies that cannot be resolved to the COR (CDRL 512R011).

5.12.3.3.6 Hand Carries. When stock is on hand, the Contractor shall process request
for issue on a hand carry basis, as approved by the COR, for emergency, pacing,
mission essential, and not mission capable supply (NMCS) requests. The request for
issue shall be processed through STAMIS within one hour after receipt of the request
for issue. When stock is not available for issue, the Contractor shall annotate the
document as a warehouse denial. The warehouse denial rate shall not exceed one
percent per month of the total Materiel Release Orders (MROSs). Historically, an
average of 35 hand carries are processed per month.

5.12.3.3.7 Manual Requests. The Contractor shall process requests requiring manual
processing within one working day after the request is received from the customer.

5.12.3.3.8 Priority Requests. The Contractor shall process priorities 01 through 08 (see
Definition Section for detailed description of each priority) off-line whenever STAMIS
does not process for more than 24 working hours. The Contractor shall check
availability of stock in storage. If stocks are on hand, the Contractor shall issue them
to the customer. If stocks are not available, the Contractor shall process requisitions
off-line to the NICP/DLA.

5.12.3.4 Requisitions and Purchases

5.12.3.4.1 Standard Requisitions. The Contractor shall prepare and submit manual and
automated supply documents to National Inventory Control Points (NICPs), Defense
Logistics Agency (DLA), and General Services Administration (GSA) on a daily basis.
The Contractor shall monitor requisition priority in accordance with AR 710-2 and 725-
50 and shall report findings monthly to the COR (CDRL 512R012).

5.12.3.4.2 Non-Standard Requisitions. The Contractor shall process requests for non-
standard or local procurement items when the items are not available from the
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Federal Supply System. The Contractor shall process purchase requests for local
purchase and equipment lease in accordance with AR 37-1. The Contractor shall
review all non-standard and local procurement requests for accuracy, and shall
contact the customer or the COR for corrections when discrepancies are identified.

5.12.3.4.2.1 Input. The Contractor shall input local purchase requests into STAMIS
within one working day after receipt.

5.12.3.4.2.2 The Contractor shall prepare and submit purchase requests to the
Directorate of Contracting (DOC). The Contractor shall maintain a suspense file of
purchase requests.

5.12.3.4.2.3 The Contractor shall process local purchase obligation transactions into
STAMIS.

5.12.3.4.2.4 The Contractor shall process receiving reports and provide them to the
COR (CDRL 512R013).

5.12.3.4.2.5 The Contractor shall process correspondence to effect follow-up,
cancellation, modification, and to request disposition instructions for discrepant
shipments. The Contractor shall implement disposition instructions on receipt.

5.12.3.4.2.6 The Contractor shall process each DD Form 1155, Purchase Order into
STAMIS within two working days after receipt of the purchase order.

5.12.3.4.3 Other Requisitions. The Contractor shall requisition materiel and supplies
based on demand arising from automated reorder procedures and from requests that
cannot be filled with stocks on hand. The Contractor shall input requisitions for
Preparation for Overseas Movement (POM) as directed by higher headquarters and
AR 220-10.

5.12.3.4.4 Document Control and Files. The Contractor shall process transactions in
and out of the supply STAMIS every two hours each workday. The Contractor shall
process close out cycles one hour before close of business.

5.12.3.4.5 Manager Review. The Contractor shall determine the cause when a
manager review is required and process corrective action within one working day of
receipt. Transaction documents that require financial adjustment or correction
affecting the stock fund shall be forwarded to the COR two working days from time
determination is made that financial adjustment or correction is required. The
Contractor shall contact customers whenever additional information is required for
corrective action. The Contractor shall maintain a log of these transactions and
request customer response within one workday. In the event the customer fails to
respond within one workday, the Contractor shall furnish information on the
transaction to the COR for resolution.

5.12.3.5 Receipt of Supplies and Materiel
5.12.3.5.1 Documentation

5.12.3.5.1.1 Sort and Verify Documentation. Upon receipt, all associated documents
shall be date/time marked and legibly signed by the Contractor for verification
purposes. Procurement documents shall be placed with the items when items are
received. These documents shall be used to verify accuracy of shipments, receipt
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of items, and as source documents for obligation and receipt input into the
STAMIS. The Contractor shall verify local purchases against Purchase Orders.
The Contractor shall research and identify recipients of depot and local purchase
deliveries when they are not identified in shipping documents.

5.12.3.5.1.2 Missing and Incomplete Documentation. In the case of no
documentation, the Contractor shall prepare a DD Form 1348-1 as to content of
shipment and shall post transaction(s) into the STAMIS. The Contractor shall
complete or prepare receipt documents on all incoming shipments, ensuring that
necessary information, such as correct accounting classification and document
number, are recorded thereon. The Contractor shall create a DD Form 1348-1,
DOD Single Line Item Release/Receipt Document, in accordance with AR 725-50,
for supplies, materiel, and items of equipment that are received without a DD Form
1348-1.

5.12.3.5.1.3 Process Documentation. The Contractor shall process all receipt
documents and update stock records accordingly. The Contractor shall process
local purchase receipt documents in order to meet the Prompt Payment Act
requirements and send receiving reports to the Defense Accounting Office within
five working days after acceptance of supplies in accordance with AR 37 series.
The Contractor shall forward, on a daily basis, the receiving documents to the COR
for certification of receipt and acceptance (CDRL 512R014). The Contractor shall
reconcile paid in-transit listings on a quarterly basis.

5.12.3.5.2 Verify Receipts. The Contractor shall check received new materiel against
local purchase documents, depot documents, and vendors’ shipping documents in
order to verify that the identity and quantity of the item received is the same as the
identity and quantity of the item ordered.

5.12.3.5.3 MILSTRIP Receipt Processing. The Contractor shall process necessary
receipt/confirmation documentation to support all MILSTRIP receipts in accordance
with AR 725-50, Chapter 5.

5.12.3.5.4 Check Shipments. The Contractor shall check items for physical damage
incurred during shipment upon receipt.

5.12.3.5.4.1 Visible Discrepancies. The Contractor shall notify the vendor when
discrepancies are identified and shall follow vendor instructions in preparing
returns of items to vendors. The Contractor shall process system-generated
(STAMIS) Standard Form (SF) 364, Report of Discrepancy (ROD), when
discrepancies in MILSTRIP requisitions are discovered and shall forward the SF
364 to the appropriate agency (CDRL 512R015). The Contractor shall prepare and
process other RODs as required. The Contractor shall initiate a discrepancy in
shipment report, SF 361, against carriers, shippers, or other agencies responsible
for discrepancies in accordance with AR 55-38 and AR 735-11-2 (CDRL 512R016).
Historically, approximately 100 SF 361s and SF 364s are prepared per year.

5.12.3.5.4.2 Concealed Discrepancies. The Contractor shall process receipts
containing concealed discrepancies on an individual basis at time of discovery.
The Contractor shall prepare and process RODs in accordance with AR 735-5 and
AR 735-11-2.
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5.12.3.5.5 COMSEC Shipments. The Contractor shall not open shipments marked for
COMSEC accounts. The applicable COMSEC activity shall be notified within one
hour of receipt of a COMSEC shipment. Security requirements for safeguarding
COMSEC shipments shall be adhered to strictly. Shipments of controlled
cryptographic items shall be safeguarded in accordance with TB 380-40-22 and other
applicable guidance. Historically, approximately six COMSEC shipments are received
per month.

5.12.3.6 Issue

The Contractor shall ensure that undamaged supplies and materiel, of the correct type
and proper quantities, are issued to customers in a timely fashion. The Contractor
shall handle all issues in accordance with AR 710-2 and STAMIS Manuals.

5.12.3.6.1 The Contractor shall print MROs produced by STAMIS as required. The
Contractor shall process confirmation transactions as prescribed in STAMIS manuals.

5.12.3.6.2 The Contractor shall issue incoming supplies only to customers who are
authorized to receive shipment on an approved DA Form 1687.

5.12.3.6.3 Customer Service/Assistance

5.12.3.6.3.1 Waiting Time. The Contractor shall ensure that customers are waited on
by Contractor supply personnel within 15 minutes after customer arrival at the
Contractor issue point.

5.12.3.6.3.2 Supply Information. The Contractor shall provide supply information,
stock numbers, product, and local purchase information as required for the
customer to make an informed request.

5.12.3.6.3.3 Delivery Information. The Contractor shall answer requests for status of
requisitions, perform cancellations, and track payment discrepancies as required
for local and wholesale purchases.

5.12.3.6.3.4 Issue Time. The Contractor shall issue supplies within three hours of
receipt of a valid request document for high priority items or one working day for
normal priority items, unless the item is due-out. In that case, the supplies shall be
issued within these time frames after arrival and processing of supplies. The
Contractor shall place direct delivery shipments in customers’ bins within one
working day after the shipment is received at Fort Lee.

5.12.3.6.3.5 Delivery. The Contractor shall provide delivery services to customers
who are unable to pick up items in accordance with Section C-5.11.6.7 of this
Contract.

5.12.3.6.4 Documentation. The Contractor shall issue supplies upon receipt of a valid
request for issue and when supplies or materiel are available to fulfill the request.
The Contractor shall ensure that all customers have a current Notice of Delegation of
Authority — Receipt for Supplies (DA Form 1687) on file prior to issue. The Contractor
shall issue materiel when presented with the following valid request documents, after
ensuring that all data therein is correct:

5.12.3.6.4.1 Request for Issue or Turn-in (DA Form 2765-1)
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5.12.3.6.4.2 DOD Single Line Item Release/Receipt Document (DD Form 1348
series)

5.12.3.6.4.3 Request for Issue or Turn-in of Ammunition (DA Form 581)
5.12.3.6.4.4 Request for Issue or Turn-In (DA Form 3161)

5.12.3.6.5 Update STAMIS. At the time of issue, the Contractor shall either manually
enter the Management Control Number (MCN) or National Stock Number (NSN) for
each item, and quantity being issued, into STAMIS, or optically scan each item’s bar
code and manually input quantity. The automated information system shall generate
the equivalent of DD Form 1348-1 with appropriate information. The Contractor shall
provide the customer with a copy of the computer generated DD Form 1348-1 and
shall place a copy in the Contractor's record file (CDRL 512R017). The Contractor
shall process issue transactions into STAMIS within one working day of issue.

5.12.3.6.6 Stock Selection. The Contractor shall perform the actual stock selection
portion of the issue process in accordance with STAMIS Manuals and ARs 710-2 and
725-50.

5.12.3.6.6.1 Upon receipt of an issue document (DA Form 2765-1, Request for Issue
or DD Form 1348-1A), the Contractor shall select stock from the location, sign the
issue documentation, attach the document to the materiel, and move the materiel
to the designated issue area. The Contractor shall verify that the materiel is the
materiel requested, and that quantity and condition specified on the issue
document are correct before issuing to customer.

5.12.3.6.6.2 The Contractor shall require the customer to sign and date each of the
three receipt document copies. The Contractor shall give one copy of the issue
document to the customer with the issued item, retain one file copy, and distribute
the remaining copies in accordance with DA PAM 710-2-2. The Contractor shall
perform stock selection in accordance with the UMMIPS, as outlined in AR 725-50.

5.12.3.6.6.3 Warehouse Denials. The Contractor shall research all warehouse
denials within one working day. If the item cannot be found, the Contractor shall
notify the COR that day.

5.12.3.6.6.4 Storage Discrepancies. The Contractor shall note any discrepancies
discovered during stock selection or routine surveillance. Examples include empty
bin locations, misplaced stock, and stock deterioration. The Contractor shall
resolve discrepancies expeditiously in whatever manner is necessary to resolve the
problem, i.e., replenish bins from bulk location, re-identify or reclassify and relocate
stock, perform location deletions, or perform reconditioning. The Contractor shall
contact the COR, in writing, if discrepancies cannot be resolved.

5.12.3.6.6.5 Security. The Contractor shall perform necessary action to protect all
items from damage and maintain physical security in accordance with DOD
4145.19-R-1, AR 190-51, TM 743-200-1, and DA Pam 25-380-2 until items are
released.

5.12.3.7 Dues-Out/Dues-In

5.12.3.7.1 Arrival of Due-In Iltems. The Contractor shall notify customers when items
previously unavailable (dues-in) are ready for pickup. The Contractor shall create and
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maintain listings for each customer for whom supplies and materiel are on order (due-
out) until the requests for supplies and materiel are satisfied. The Contractor shall
issue these items to customers in accordance with Section C-5.12.3.5.

5.12.3.7.2 Overdue Items. The Contractor shall review the dues-out/dues-in lists on a
weekly basis to determine if any items are overdue from the vendor. On any item
more than three days overdue, the Contractor shall contact the vendor for current
status and take appropriate further action.

5.12.3.8 Stock Control

5.12.3.8.1 General. The Contractor shall maintain control of stock items in accordance
with AR 710-2 and STAMIS Manuals. The Contractor shall process all stock
fund/non-stock fund transaction data through data conversion of source documents
into STAMIS. The Contractor shall operate data processing equipment to prepare
data for computer input; process supply requests; catalog; prepare demand histories;
compute ASL and PLL; manage inventories; and assist customers in resolving supply
system problems.

5.12.3.8.2 Operate Stock Record Account. The Contractor shall operate a stock record
account for all supplies, except real property and Contractor acquired property, in
accordance with the policies and procedures contained in